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C.I.G. ADTs TRADIVE ono 


- PERSOMEL ACTIONS APFEOTING CIG CIVILIAN PTO 
WHO ARE PAID FROM VOUCHRRED FUNDS 


ae The Personnel, Division, Persomel and Administration Branch, clG, 


is charged with: 


(1) ilaintaining, in coordination with the Finance Division, current 


data showing authorized existing vacancies (both grades and positions, 


in all CIG offices and Staff Sections. 

(2) Close and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requirements to in~ 
sure continued efficient operations 

(3) Obtaining from the Civil Service Gomiisélon. aipieyel of job 7 
Classifications covering all-crc eivilian positions requiring 

such approvals | 

(.). Determining, and mainte aining constant contact with, all avail- 


able potential sources of qualified individuals to fill authorized 


CIG vacancies. Such contacts will be continually exploited to the 


extent necessary to insure availability of qualified individuals 
to fill vacancies as they occure 
(5) Close coordination with the Security Division, Personnel md 


Administratime Branch, CIG to expedite to the full st possible 


extent all action in connection with final security clearance of 


prospective STE UeoSe 
(6) Initial contact with shonneeeivs omployecs and eed Cisne 
‘completion of all administrative action required to employe those 


found qualified to fill authorized vacancies. 


(1) Obtaining approval of appropriate Office or Staff Section 


Head prior to hiring any employee to. fill an authorized vacancy, 
except for clerical and adnini strative positions in grades CAP-1 
to CAP-5y inclusive, which may be fille d without reference - the © 


Office or Staff Section concernede 


_ Office and Staff Section Heads are charged with: 


(2) Initiating Forms Noe 37-8 (Recrui tment Request) in triplicate, 


covering personnel requirements to fill essential authorized vacari- 
¢ies, and. 37-3 (Personnel Action Request) in duplicate, covering 
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(2) Final. interview and acceptance or rejection of prospective 


omployees to fill vacancies ‘under their jurisdication, except 
olorical ani adninistrative personnol to be. Pepetnted in oe 


CAF=1L to CAF=5 eee 


(3) Providing advice and assistance in the preparation of job 


classifications. 


(.) Malcing no commitments rogarding employment or salary to 
individuals who may be contacted directly prior to ‘reference to. 


Personnel Division. 


20 Processing Procedurose 


Le 


oe 


Complete Torms 57 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 
Personnel Divisione | 

In cases where clerical and administrative positions in grades 
CAF=1 to CAF=5 inclusive are involved, qualification of applicant 
to hold position will be determined by Personnel Division, and, if 


found qualified, Form 38-1 sent to Sceurity Dee for security 


clearances: 


In cases other than those specificd in pare 2b above: 


(1) Forms will be sent to Office or Staff Section when appropriate 


vacancy exists requesting recommendation for or against employment 


and, if acceptable, indication of grade and position to be filled, 
(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determinatd on of qualifications to fil grade 
and position recommended will be made and Form’ 38-1 sent to 


Security Division for security clearances 


(3) Chses involving disagreement betrcen the using agency and — 


oe Personnel Division will be sent by the Executive for Personnel 


end Administra ation, together with full statement of facts, to the: 
Executive Director for decision, if the Executive for Personnel 
and Administration cannot arrive at an agreement with the 
requesting office. | 


(4) Personnel Division will initiate all rejection notices to 


4 applicants. 437. 
(1) Inmediately upon receiving security clearance, ection to com= 


plete employment processing will be. expedited y Personnel Division 


oo ond omployée aseigned | ware 
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(2) If Scourity Division ‘rocommonds against. nclognente eros . 


oe _ priate notification will bo sent to applicant by. Personnel Division 
a | ‘wae and caso closed. | 
(3) Any eieearocmont between Socurity Division and/or. Personnel 
Division and Office or Staff Heads will be referred to the Execu= - 
E | | oe tivo Director for doci sion, in the event the Executive for | 
| ‘Porsonnel and Administration cannot arrive at an agreement with the | 
requesting offices | 

3e Personnel Division will obtain sufficient information from the | 
Finance navterany 6 keep budget restrictions on personnel. procurement current 
at all. times, Individual cases will not. normally be referred to the Enrignte 
Division for clearances 
boo le ‘Approval of Personnel Actionse 
& Delegation of Authority dated September 6, 1918, signed by the 


Director Central Intelligence authorized the Chief, Pu seonHed 


Division, to approve personnel actions for the CIG. It is the 
responsibility of the Chief, Personnel Division, to ascertain that 
CIG policy and the standards cstablished by the Civil Service 
Commission are observed in connection with the employment of all 
_ vouchered civilian omployces. | 
be (1) The Chief, Personnel Division, Personnel and Administrative 
| ee | : | Branch, may take final action for the Director in cases involving 
- grades CAF=1 to 12 inclusive, and Pel to Pe5 inclucive, pro- 
| vided the head of the interested Office: or Staff Section concurs 
| a fhe | , @ (2) The Executive Director mus approve for the Director . 
final hiring in. all cases involving grades from CAP~13 to 
CAF=15. inclusive, and P=6 to P-8 inclusives. ‘Concurrence of 
_ the head of the. interested Office or Staff Section: will he 
_.obtained by the Personnel Division prior to eee to 


the - Executive Director fix decisions 


(3) des doubtful cases and those involving disagreement between 


BE ig ha tenet Aer mero 


=o oe the Personnel Division and the Office or Staff Section Head 
| concerned, will bs ee to the Executive Director for 
a = | i ae decision, in the event the Exccutive for Personnel and © 

: Administration cannot reach a staisfactory agreement with 
“the requesting office. . 
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handhod. gonorally” in the same manner oS. indicated above, execpt for 


security chacke . No action on the part of individuals or Office and. 
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Staff Hoads een to offeet automatic within grade salary increases. 


ota ae ene Seer etter ei tne: ose eile ete Set oes meres 


2 be Terminations. 
| - Request for termination of * omploymont in the case of any 
| omployoe WLLL" bo: initiated by the appropriate Office | of Staff Section 
: | ~ Head on Fomn. 37-3, and forwarded to the Sorsonnel Division accompanied : 
| 


by a detailed Siavencnt of ‘the reasons Or recommending sormination. 
Upon receipt of such request, Personnel Division will take appropriate 


“action in accordance au existing meEnT atone: 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 
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VENTRAL INTELLIGENCE AGENCY 
Washington, De Ceo 


| , 1 July 1948 
ADMINISTRATIVE INSTRUCTION 


SUBJECT: Entrance on Duty of New Employees 


; 1. No applicant for employment will be contacted in connection with 
entrance on duty in CLi by any individual employed by or on duty with 
this agency except -- 

Executive for Administration and Management 
Chief, Personnel Branch, Agi | 
Responsible employees of the Personnel Branch, A&M, 


designated for this purpose by their branch chief. | 


2. The Chief, Personnel Branch, A&M, has direct jurisdiction over 
all individuals who enter on duty in personnel pools of this agency while 
awaiting final security clearance. Instructions to individual applicants 
and individuals on duty in personnel pools to report for duty in any 
office or staff section of CLi will not be given except by oné of the 
individuals specified in paragraph 1 above. 


3e a No office or staff section of GIn will permit any individual 
to enter on duty within such office or staff section without presen 
tation of a written statement signed by the Chief or Assistant Chief, 
Personnel Branch, A&ii, in the form indicated below: 


"Processing for entrance on duty of (name of applicant), 

(job title, grade, and entrance salary), has been 
completed and the applicant meets all standards for full employe 
ment with CL. Signed clearance for entrance on duty has been 
received from the Executive for Inspection and Security and made 
a part of the personnel file of this individual. Effective tirts 
date he/she is assigned to duty with your office." 


b. A copy of this notification will be furnished to the Executive 


for Inspection and Security. 


Ce. Should extraordinary circumstances appear to warrant entrance 
on duty prior to. the preparation of the statement prescribed above, 
the Executive for Administration and Management may give verbal auth 

_ orization for entrance on duty after assuring himself that sll 
required processing has been completed. ELOY f ges. 


_ ke Assistant Directors and staff Chiefs are responsible for insuring 
that all individuals under their jurisdiction are informed of this direc- 
tive and instructed to refer all matters relative to processing of indivi- 
duals for employment with this agency to the Personnel Branch, A&M, for 


action, = 


- Rear jdmiral, USN 
Director of Central Intelligence — 


ala ee 
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CRNTRAL INTELLIGENCE AGENCY 
Washington, De Os 


—  ADMINTSTRATIVE: INGTRUGTION 
! NUMBER 


| | | ee rae 
| SUBJECT: Personnel Actions Affecting CIA Civilian 
Employves Who Are Paid from Vouchored Funds 


as Paragraph 4p(2), Administrative Instruction | dated 
13. Dacember 1946, is amended by adding therctor 


"(2) * kk OK, Tho Excoutive for Administration 
- and Management will act for the Executive Director 
whon that individual is absent.” . 


ie 


ake ee a a ea 


. ye FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
20X1A | 


aes uxGCULLVG Lor 
! 4 : ae ‘ 2 2 . 
Administration and Management 


ATTACHMENTS : NONE 


DISTRIBUTION: "A" 


» 
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25X1A ADMINISTRATIVE INSTRUCTION ns : 
NUMBER 


SUBJECT: Personnel Actions Affécting CIA Civilian 
Employves Who Are Paid fron Vouchored Funds 


25X1A 
ages Paragraph 4b(2), Administrative Instruction PE cetca 
13 December 1946, is amended by adding thereto: or, 

"(2) Hee Re eH Tho Excoutive for Administration 
and Management will act for the Executive Director 
when that individual is absent." 

P FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 

-  .25X1A 

an | ; Executive for 

i : | . Administration and Management 
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CENTRAL INTELLIGENCE AGENCY 
| Washington, De Ce | 


Me as 10 October 1947 ce 
D5X1ASSCSCDMENSTRALTIVE INSTRUCTION — 3 
° | NUMBER 


SUBJECT: Personnel Actions Affecting CIA Civilian . 
IEmployves Who Are Paid from Vouchored Funds 


25X1A 


13 December 1946, is amended by adding thereto: 
25X1A ; a He 
Rees "(2) * * * & *¥ * * , The Executive for Administration 
and Management will act for the Ixecutive ‘Director 


| ne 

Paragraph 4b(2), Administrative Instruction Matos ete. - | 
| = 

; | 

when that individual is absent." | 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: . 


Executive for 
Administration ond. Management 


ATTACHMENTS: NONE 


| DISTRIBUTION: "A" 
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by | 17 July 1948 | | : : 


25X1A MEMORANDUM FOR THE RECORD 


4 
SUBJECT: Administrative Instruction "Entrance on Duty 4 
of New Employees" | . 4 
; 
| 


ae | I, On the afternoon of 8 July 1948 the subject Administrative 
: Instruction was called to the attention of the undersigned. It | 

Was discussed with the Assistant Executive Officer, the Executive ed 
Officer end the Assistent Director, Special Operations. 4 


| ae + i 2. Ase result of these discussions the ADSO telephoned 
: ome the Executive for Administration and Management, stating that 
he understood why the Director would not wish to specifically 
except OSO from all such memorenda but that he wished to make 
ie the inquiry to determine for certain that subject Administrative 

| rf - Instruction did not apply to the covert and unvouchered funds 
| :1E personnel of SO, Within less then five minutes, while the 
oe undersigned and the others mentioned above were still in the ADSO's 
| : office, a telephone call was received by the ADSO in response to 
Bo his call to the Executive for Administration and Management. The 
‘ . &DSO stated to us that that telephone call informed him that subject 
ce 9 Administrative Instruction was not effective for the covert and un= 
a + voushered funds personnel of the Office of Special Operations. 


: 3e In view of the above, Personnel Division of 0SO will 

— oe continue to exercise supervision over the non-security cleared 
fe ee unvouchered pool and will continue to function as previously on 

ell matters concerning personnel employed on unvouchered funds. 


25X1A 


Chief, Personnel Division, 0SO 
BBN SS Te $2 
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STATINTL 


; oot aaa CENTRAL INTELLIGENCE AGENCY 
‘ es Washington, De OC. 


4 1 


ec co ee ae ee - Lguly 
STATINTL ADMINISTRATIVE INS ee ee oe. 


SUBJECT: Entrance on Duty of New Employees 


_. de No applicant for employment will be contacted in connection with 
entrance on. duty in CLA by any individual employed by or on duty with 
this agency except —— — | 
Executive for Administration and Management 
_ Chief, Personnel Branch, Agi. 
Responsible employees of the Personnel Branch, A&M, 
designated for this purpose by their branch chief, 


2 The Chief, personnel Branch, A&M@,y.has direct jurisdiction over 
all individuals who enter on duty. in personnel pools of this agency while 
awaiting final security Clearance. Instructions to individual applicants 
and individuals on duty in personnel pools to report for duty in any 
office or staff section of CIA will not be given except by one of the 

individuals specified in paragraph 1 above, | | 


: 3e ae No office or staff section of CIA will permit any individual 

= to enter on duty within such office or staff section without presen. 

: tation of a written statement signed by the Chief or Assistant Chief, 
Fersonnel, Branch, A&i, in the form indicated below: 


(job title, grade, and entrance. salary), has been 
completed and the applicant meets all standards for full employ- 
ment with CIi. Signed clearance for entrance on duty has been 
received from the Executive for Inspection and Security and made 
a part of the personnel file of this individual. Effective tits 
date he/she is assigned to duty with your office." | 


for Inspection and Security. . 
. C. Should extraordinary circumstances appear to warrant entrance 
= on duty prior to the preparation of the statement prescribed above, 
_ the Sxecutive for Administration and Management may give verbal authe 
- ordzation for entrance on duty after assuring himself that all 
i . required processing has been Completed. _ 


oat ‘ye Assistant Directors and Staff Chiefs are responsible for insuring 
EO _ that allsindilviduals Wide their jurisdiction are informed of this direc- 


tive and instructed to refer all matters relative to processing of indivi- 
_ duals for employnent with thigivagency to: the Personnel Branch, A&M, for’ 


io ty actions © 
: ee ag : 
STATINTE arts ion | 


Rear admiral, USN 
| Director of Central Intelligence | 
DISTRIBUTION: A | ee ee 
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“Processing for entrance on duty of _ (name of applicant), 


be A copy of this notification will be furnished to the Executive 
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